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501 Papers Reeceived by Correspond-
ence and Mail Division [R-35]

Rele 1. AN communications to, he gidrcsned to the
Commiggioner of Pateints, Al letters gnd other com-
ttinications intended for the Patens Ofice must he
addressed to “Commissioner of Parents. Washington,
15,0, 20231, When appropriate, a lefter may be marked
for the attention of a4 partiesiar «&oer or individual

The official mailing address for all com-

munications sent to the Patenr Ofce remains:

Commissioner of Patents

Washington, D.C. 20231

The physical loeation of the Ofice is 2021
Jefferzon Davis Highway, Arlirgron, Virginia,
This address shonld not be nused rn mail sent
to the Patent Office.

Al mailed eommunications are received by
the Incoming-Mail Section of th% Correspond-
ence and Mail Division, whisk opens and dis-
tributes all official mail.

"R-35]

Rule 5. Identification of appiicatiog. putent or
regigtration, iy When a letter concerne gn application
for patent, it should stare the nams <2 the applieant,
the title of the invention, the <ecizl nutpber of the
Candd i Knowrn,
coiner to o whieh

302 Depositing Papers

application, the dite of filing the <a
the group art unit and natue of the
it birs been asigied csee pabe 555,

D
3

{b) When the letter concerns a patent, it should
state the number and date of issue of the patent, the
name of the patentee, and the title of the invention,

te) A letter relating to a trademark application
should identify it ns such and by the name of the ap-
plicant and the serial number and fiting date of the
application. A letter relating to a registered trade.
mark should identify it by the name of the registrant
and by rthe number and date of the certificate,

Rule 6, Receipt of letters and papers, (i) Letters
and other papers received in the Patent Office are
statped with the date of receipt, No papers are
received in the Patent Office on Saturdays, Sundays or
holidays within the Distriet of Columbia,

ihy Mail placed in the Patent Office pouch up to
midnight on weekdays, excepting Saturdays and holl-
days. by the post office at Washington, D.C., serving
the Patent Office, is considered as having been received
in the Patent Office on the day it was so placed in
the pouch,

ey Inaddition to being mailed or delivered by
hand during oflice houps, letters and other papers miy
be deposited up to midnight in a box provided at the
gnard’s desk at the lobby of building 3 of the Patent
Office at Crystal Plaza, Avlington, Virginia aud at the
main entrance of the Department of Commerce build-
inz, Washington, D.C., on weekdays except Saturdays
amd holidays, and all papers deposited therein are
considered as received in the Patent Office on the day

of deposit.

Applieations, amendments and other papers
may be sent to the Patent Office by mail, or they
may be deposited in the Correspondence and
Mail Division or in a box which is kept in the
lobby of building 3 of the Patent Office for this
purpose,

The Patent Office ZIP Code designation
<20231” shonld be nsed when writing the Patent
Oftice for any matter. Tn addition, the sender’s
own ZIP Code designation shonld he given,

The Oflice often experiences diflienlty in
matehing incoming papers with the :lp})livntum
file to which they pertain because insuflicient or
erroneons information is given, This applies
especially to amendments, powers of attorney,
changes of address, status letters, requests for
extension of time, and petitions,

Irequently, there are errors in the serial nume
ber or i the group art anit nnmber, or the
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